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Foreword






Is this book for
you?






Are you an
adviser working one to one providing information, advice or
guidance?

Do you now need
to work with clients or students in groups?

Are you
concerned about converting your skills and working in a different
way?

This book is a
practical guide to group work, written principally for those who
work one to one with clients, providing “IAG” (Information, Advice
and Guidance for Learning and Work). It has been written mostly
from the perspective of advisers working with adults, but it
includes plenty of ideas for groupwork with young people too. In
fact, the tools and techniques in this book should help advisers in
any sector to develop skill and confidence in working with
groups.

There are
several reasons why you may need to start providing information,
advice or guidance through groupwork rather than one to one. One
reason is economic – it seems logical to suppose that it is more
cost effective to put over the same information or advice to six
people at a time than to explain it six times over to one
person.

It is also true
that clients can actually gain more from learning some skills and
ideas in a group than they can one to one. For some, there is
safety in numbers. For others, it is fun to engage in group
activities. Everyone will develop their social skills by working
collaboratively, taking turns and supporting each other.

However, you
may have chosen to be an adviser because you prefer to work one to
one, in which case the prospect of leading group sessions may seem
very daunting.

This book aims
to look group work full in the face and take away the fear, by
giving you structures, techniques and ideas to design, plan and
deliver sessions that learners benefit from and enjoy. It does not
claim to be an academic work offering new models or theories. It
brings together techniques and ideas we have found useful, most of
which were first developed by other people. You will find in the
bibliography a list of the works written by the authors we mention
in the text, so if you want to read more detail, you can look them
up there.

We offer you a
toolkit of user-friendly concepts to help you on your way, giving
you food for thought and fresh ideas We hope you will pick those
that appeal to you and that you’ll enjoy experimenting with them,
in your quest to do your very best for all your clients. Once you
have seen people enjoy your sessions, you will begin to enjoy them
too. We hope this book will light a spark so that you look forward
to your sessions and your learners come away buzzing with
enthusiasm.

















Part One

Transferring Your Skills






Let’s begin by
considering the work you do as an adviser, and think about how you
can use the skills you have in the context of groupwork.

In The One to
One Toolkit, we used Bedford’s model to help us structure our
activities in advice work with individual clients. We will review
each of the seven stages of this model and the skills that you are
familiar with here, in order to consider how they are relevant to
working with groups instead of one to one.

In case you
haven’t seen it, Bedford’s seven-stage model for one to one work is
on the next page.

Out of the
seven stages, Bedford identified two areas as critical for success
in working one to one - creating a friendly, encouraging atmosphere
and identifying clients’ needs. Do you think these remain the most
critical for groupwork?

Bedford’s model
for one to one advice sessions:
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1. Create a friendly,
encouraging atmosphere

How does it
feel to join a group session if you…..


	
have been out
of the workplace for some years?



	
didn’t do well
at school?



	
don’t know who
else will be there?



	
are unsure of
your skill, knowledge or ability?



	
feel
uncomfortable in groups?



	
are in a
wheelchair?





Creating a
friendly, encouraging atmosphere is equally important for groupwork
as it is for one to one work, although you may have to review how
you achieve it. The obvious concern, which is a theme that we will
return to several times, is around meeting the needs of several
people at the same time. You have probably been trained to be
client centred, adapting your practice to meet the needs of each
client. A shift in mind set is necessary to enable you to start
thinking about the needs of the group as a whole.

To a large
extent, you will still be looking to meet the varying needs of each
individual, but do bear in mind that it is not always possible to
please all of the people all of the time - there will be occasions
when a group member has to put up with you conducting the group to
best serve the wishes or needs of the majority, rather than
focusing on his or her particular requirements. There will always
be a mix of abilities and confidence levels in a group, and
compromises will often need to be made. However, when it comes to
creating the right atmosphere, the approach is very similar to
working one to one.






Your venue – friendly
and encouraging?

Firstly, take a
fresh look at the venue you are using. How will it feel for the
group members as they enter the room? Is it familiar territory for
them? Could it be seen as austere, inappropriate or claustrophobic?
If it is shabby and untidy, what image will that convey of your
organisation and the level of service the group can expect? Is the
room safe, warm and comfortable? We’ve tried to work with adults in
a room plastered with posters aimed at young people, in a community
lounge with toys piled in every corner and in a smart board room
with table so large there’s no room to move around it. Depending on
who is in your group, the venue may make them feel they are in the
wrong place at best, or unwelcome at worst.






DANGER!
Atmosphere

Here are some
examples of times when we have struggled with the physical
environment affecting the atmosphere of a group:

- Hot and
stuffy – the group can’t wait to get away, or they fall asleep.

- Glorious
chandeliers and heavily beamed walls and ceilings – in a golf club!
There was a twofold problem here – firstly, the light wasn’t good
enough to read without eyestrain and secondly, it felt like we
should have been having a wedding reception, not working.

- The crèche
is next door – it’s hard to concentrate when you can hear babies
crying, especially if one of them is yours.

- Being given
a corner in a huge gym. It just felt odd.

- A classroom
with a communal area outside – it was hard for the trainees to
ignore their friends making faces through the window.

We need to see
the venue through the eyes of our group members, and think how it
may impact on their comfort and confidence.






Often we have
little choice of venue and have to make do with a room that is far
from ideal, but it may be possible to rearrange furniture or make
adjustments to improve the space. You will need to arrive in plenty
of time to organise the space before the start of your session, so
that you are composed and ready to welcome people as they arrive.
Some group leaders set the tone by using “Welcome” slides or
posters, displays of resources or leaflets, or even music that
suits the occasion and gives people an impression of what is in
store.






You – friendly and
encouraging?

Remember, the
biggest contribution to the welcoming atmosphere is you - and first
impressions count. If you look composed, organised and friendly,
there is every chance that all of the group will be able to respond
in kind. Lead by example – if you set the tone by respecting and
valuing everyone, you should find the group will follow. If you are
feeling apprehensive, try to check your body language for tension
or other negative indicators. If the group pick up on your
discomfort, it is likely to spread through them like wildfire, and
people may interpret your anxious posture as being unfriendly.

An easy way of
checking that the room is OK and creating rapport is to ask people:
Are they comfortable? Do they want a window opened? etc. If you
arrive in plenty of time to set up, you should be able to smile and
be relaxed as folk arrive. As an adviser, you will be practised at
building rapport, breaking the ice with small talk and so on – all
useful skills that you can use as the group begins to arrive.

You may have an
attendance list or other paperwork that group members need to
complete. This may seem arduous and unlikely to put people at ease,
but actually having a simple task to do can relax individuals as
the group arrives and settles. Involving them in making name cards
or badges is another thing you could do at this early stage.

You will need
to be very aware of the importance of keeping people safe in a
group setting.






DANGER!
Excluded?

Mary was
looking forward to the session on how to have more say in her
sheltered housing complex. It was being held off site in the
housing association offices.

She has a
condition that makes walking more than a few steps very painful, so
she always checks that there will be disabled access and that she
can park her car near the entrance.

She arrived in
good time and found the entrance. The meeting was on the first
floor, no problem except that the lift was out of order and an
engineer was working on it. She struggled upstairs – she could just
manage, and didn’t want to make a fuss. Getting into the meeting
room she sank exhausted into her seat and tuned her hearing aid to
the loop system.

The course
leader started the presentation – Mary could barely hear. She
raised her hand and was told the system was on and she should tune
in her hearing aid. No one checked whether this was working, and
again, not wanting to be seen as a nuisance, she did the best she
could by watching the visual presentation and straining to
hear.






You have most
likely already encountered folk who are nervous in a one to one
setting – don’t under-estimate the shyness or fear that some will
experience in groups, particularly if they find themselves among
strangers, even more so if they are the only person with a
disability, the only man, the youngest (or oldest) by far, or feel
themselves to be an outsider in some way. They may be worried about
being made a fool of, shown as incompetent, mocked or bullied by
peers - even if they try to hide it with bravado! Showing
reassurance and understanding are skills you need to transfer to
the group setting. You could try encouraging more confident or
experienced group members to look after nervous newcomers: this can
be a way of sharing the workload, as well as getting folk
communicating with each other.






Ice Breakers

Of course, you
will need a repertoire of ice breakers and introduction exercises
that will help you create the right atmosphere – the goal is to be
relaxed and friendly, yet purposeful and focused. There are many
books and resources that will give you ideas on how to break the
ice. In Part Three we describe a few of the techniques we use.
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2. Establish the
purpose and boundaries of the session






Purpose – Aims
and Objectives

In one to one
work, most advisers have plenty of experience of establishing the
purpose of an interview, and checking that it meets the client’s
needs. This is generally known as contracting. There are many ways
of doing this - everyone has their own style and approach. A
popular approach is for the adviser to ask the client what they are
hoping for from the session, saying something like “What brings you
here today?” and then go on to clarify what they can provide.

You have
probably already discovered that good contracting is a very
important factor in keeping focus and purpose in one to one work.
The same is true of working with groups: it is crucial to establish
very quickly the aims and objectives of the session, so that the
participants recognise its usefulness for them. If they don't see
the value of the session, they are unlikely to participate with
enthusiasm.

However, there
are some critical differences between contracting with individuals
and contracting with groups. In group work:


	
You may need to
be more directive about the content of the session, and how it will
run, rather than allowing an individual to suggest topics for
discussion or how to proceed.



	
You probably
have a clear remit on what you need to deliver in your session,
which you will have planned in advance.



	
If group
members have chosen to attend, the contract has to some extent
started before they enter the room. They will have expectations and
it is important to make sure you clarify how far you can meet
these.





For these
reasons, contracting will be less of a two way process than you are
used to. Often group leaders will start by asking the group what
they want to get out of the session, which is good practice. If it
is a one off event, you are unlikely to be able to spare the time
to enter into much debate about this, although you must still find
time to check your plans against their expectations. So, with a
group that has a learning goal it is much more likely to be a case
of:

“Today we’re
going to be thinking about…..”

rather
than:

“What would
you like to discuss today?"

An exception to
this general rule is if you are working with a very informal group
of people who feel uncomfortable in formal settings. Then a less
planned approach may work better, and you could start by saying who
you are and what services you provide, and then asking what they
want to talk about.

Even where you
are not able to give the group freedom to choose the topic, you may
be able to give them some options on how you are going to work
together, for example:

“You can
either discuss issues in pairs, or work as a whole group. Which
would you prefer?”

or

“You can ask
questions as you go through, or leave questions until I have
presented the information”.






If you don’t
agree the purpose of your session, what could go wrong?


	
Individuals, or
even the whole group, could have expectations that aren’t met,
leading to frustration or disappointment.



	
You may not get
the buy-in necessary for the group to focus and work on tasks
together successfully.



	
Your reputation
or that of your organisation could be tarnished if people feel they
have not benefited from the session.










Boundaries -
Ground Rules

We establish
boundaries in one to one work by explaining what we can and can’t
offer to the client. This is part of contracting, as is clarifying
the part we expect our client to play in the process. We need to
contract about these issues in groupwork too, so that boundaries
are established.

Drawing up a
list of ground rules is one way of doing this, and also of
reinforcing the aims of the session. We look in detail at ground
rules in Part Three, but basically they should be about topics such
as comfort, safety, and productivity. If you have plenty of time,
you can discuss with the group in order to agree ground rules, but
when time is tight, a practical alternative is to present them with
a set, and ask them if they can agree to them, or if they want any
changes or additions. This is not so very different from one to one
work, where some ground rules (for example, boundaries of
confidentiality) are probably non-negotiable, and your main concern
is to ensure the client understands them.

If you don’t
set ground rules, what could go wrong?


	
You may have to
keep asking participants turn off phones, return to topic and so
on, so that you lose the flow and end up with a disjointed
session.



	
Participants
may seem to be pushing the boundaries, when actually they do not
know what they are.



	
You may have to
stop to negotiate how members treat each other, if no norms have
been established by the whole group.
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3. Gather information
about clients






What do you
need to know?

Now that the
group feels welcome and relaxed, and you have agreed the objectives
and boundaries of the session, you are ready to get down to the
business of the day. Bedford identifies gathering information from
the client as the next step in a helpful one to one interaction. We
are not talking here about taking names and contact details,
hopefully you will have already covered this. Gathering information
in one to one work means gaining an understanding of the
individual’s circumstances, abilities, feelings, constraints and
experience in order to give you as full a picture possible of the
person in front of you that will help you meet their needs.

Now, herein
lies a danger if you are an experienced adviser. It is likely that
you are very adept at gathering information from an individual on a
one to one basis, by asking questions and being genuinely
interested in the client’s situation. This probably takes up a fair
proportion of the time, but is necessary to ensure that you
continue the conversation in a client centred way – putting their
needs and interests first.

You may find
the going gets tough if you try to do the same in a group
situation. It is rarely possible to gather the same amount and
depth of information as you would working one to one – and even if
you did, you could end up with as many different ways forward as
there are people in the group. Would the rest of the group want to
hear this level of information about each other or have others know
their intimate concerns?

On the other
hand, there are benefits to encouraging the sharing of information.
Individuals often feel isolated and that they are the only ones
facing a particular problem, when in fact the reverse is true –
others in the group have the same or similar hopes and dreams. Once
this becomes apparent, you will often find that the group takes on
a personality of its own, as the group members start to identify
with, or empathise with, each other. You can use your one to one
skills – showing interest and empathy and intelligent use of
questions – to gather information. In addition you will need to use
groupwork skills to manage the group and stop any one person
dominating; for example keeping to time, dealing with interruptions
and staying on topic.

So what
information will you be trying to get from your group? It‘s likely
to include:


	
Reasons for
coming (if they had a choice!)



	
What they hope
to get out of the session



	
Previous
knowledge or experience of the subject



	
Hopes and
fears



	
Special
individual needs – physical, health, learning needs










We will look in
Part Three at ways of getting the group to open up, but for now,
think carefully about:


	
What do you
really need to know in a group setting?



	
How you are
going to find out?



	
How you are
going to stop it focusing too much on one member at the expense of
others?










DANGER! The
Dominator

Julie: A long
time ago, I was working with a community group. One man, an
influential pillar of the local Parish Council, was very vocal in
telling me what the group wanted, when and where they could meet
and what they expected from me and the organisation I
represented.

It took me a
while to realise that he didn’t represent the views of the majority
at all. He just talked the most.






4. Identify the
group’s needs

The purpose of
gathering information from the group is to be able to identify
their needs, and here again we encounter the difficulty of a group
presenting many different individual needs, possibly conflicting,
at the same time.

When you are
working with one person, you will identify their needs by using
skills such as reflecting back, checking your understanding,
assessing and summarising the situation. You can still use these
skills in group work, but you’ll adapt and use them in a different
way.

At first, it
will feel awkward to take into account the needs of the group
rather than every individual. Try to accept that you will not be
able to meet the needs of all the people all of the time. Rather,
you will be attempting to satisfy the majority, which on occasion
may mean disappointing the individual.

Transparency
has its place here. You can be open about your motives for choosing
a course of action, for example:

“Most of you
want advice on how to write a good CV, but James is stuck on an
application form. It seems best if we look at CV’s to help most of
you. James, is it OK if we talk about your form at coffee
time?”

“Shelley
says she would prefer just to sit and listen to me, but the rest of
you want to move around and discuss things with each other.
Shelley, would you mind joining in with the others?”

So, we can be
transparent in explaining why we have chosen an activity or topic
as being in the best interests of the group. We may identify other
needs, but we might decide to keep our assessment to ourselves
rather than share it with the group.

What we are
saying here is that there can be some negotiation around
identifying and meeting needs if – and only if – you feel confident
and equipped to deviate from the programme you have planned. If you
are already at the limit of your competence by delivering the
programme you have planned, you could do more harm than good by
trying to deliver something you haven’t had time to think about or
prepare. Do not over extend yourself by trying to deviate. You
could tarnish your own reputation, and may do a disservice to your
group members, by giving them a second class service.

In addition to
the group's wishes regarding what they want to learn or discuss,
you must also be aware of the variety of learning needs you will
meet in a group, such as:


	
Breadth - do
they need specific or general information?



	
Depth - do they
need the basics, or every detail?



	
Level - simple
or complex activities?



	
Ability to cope
emotionally



	
Attention
span



	
Learning
style



	
A health
condition or disability that could affect an individual’s potential
to benefit from the session unless you find a way to include
them





In Parts Two
and Three we talk about how to teach people with different learning
needs and styles, by deciding in advance what everyone in your
group must achieve, what most should achieve and the maximum they
could achieve.

[image: tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m2a803a8c.jpg]






DANGER! On The
level

Q: Why did the
bright, talkative lad on the Job Search Workshop frighten the tutor
half to death by putting on a scary, wrinkly mask when her back was
turned?

A: Diversion
tactics. He hadn’t bothered to go to school so was trying to
distract her from discovering he had never learned to read and
write. There was little wrong with his intelligence, though.

One of the assessments you will be making about your group is
their level of ability, so that you can pitch the content
appropriately. Often this is easy to gauge, or you will know from
the background information you have. One difficulty that has fooled
us more than once is that ability is not always linked to education
or how articulate someone is. The brightest sparks may be reluctant
to do a paper and pen exercise, while the uncommunicative,
expressionless person may well thrive on it.






5. Give information to
the group

Up to this
point it seems that in many ways, your role in groupwork needs to
be more directive than in one to one work, because you have a wide
range of opinions and personalities to take into account.

When it comes
to giving information, however, perhaps on occasion the reverse is
true. Often you will still need to be in control of the information
you provide, but sometimes it may serve each person’s interests
better if you encourage and enable them to acquire the information
for themselves.

When we provide
information in a one to one setting, we usually answer the
individual's questions, explaining in language they understand,
maybe looking at brochures or websites together. Sometimes we send
clients away with information to read, or to do their own research.
There is definitely a place in groupwork for this kind of
information giving, so you can use the skills you have already
developed.

During
groupwork, you can provide a range of resources or exercises so
that people gain information in a self directed way – each group
member can select the information or learning they want from the
range available. This is one way you can begin to address the issue
of mixed abilities: you can get the measure of your participants by
observing which materials they gravitate towards, or how fluently
they can discuss what they have discovered.
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6. Summarise progress
made during the session

Usually in a
one to one session, we recap jointly with the client the progress
made during the interaction, and record the outcomes on an action
plan or client notes. This helps our clients see the road
travelled, progress made, and what they need to do next to move in
the right direction towards their goals. Sometimes we use
techniques like timelines (described in The One to One Toolkit) to
help them see their journey and steps along the way.

The important
thing in working with groups is to enable people to identify what
they have learned and how they have developed, so that they
recognise their own achievements. Far too often people do not see
for themselves how they have changed and grown, when it is clear to
others around them.

As we said
earlier, in a group session you have less flexibility to allow
individuals to set the agenda - but you will have set some learning
objectives or outcomes for the group session. We will explain how
to do this more in Part Three, as it is a very important aspect of
groupwork. If you have set objectives, it is easy to revisit them
at the end of the session to see whether or not they have been met.
This is important because as well as reinforcing what they have
learned, it can give the group a sense of achievement.

The end of the
session is another time when you can be less directive, and turn
the tables so that the group can tell you what they think they have
achieved, rather than you telling them. You probably already do ask
individuals what they have got out of a one to one session; the
same technique is very effective with groups, because hearing what
other group members have gained from the session can help inspire
and motivate individuals.

The group will
find it very rewarding if you can give your own feedback after you
have heard from them, perhaps mentioning things like:

“You’ve
worked really hard today”

“It’s so
nice, the way you supported each other”

“This was
not easy but you really seem to have grasped the facts”.

It’s not viable
to do it every time, but where possible and where time permits, we
like to make a positive comment about each and every group member
for them to take away. A successful group that has gelled well may
be able to pitch in at this point and talk about each other,
pointing out strengths, progress and good qualities that they have
observed in their colleagues. If you can accomplish this, the feel
good factor will carry your group members far.
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7. Clarify the next
steps – the Action Plan

You are
unlikely to be able to write individual action plans for every
group member. Time simply will not allow it, and then there is the
issue of keeping the rest of the group engaged in an activity while
you try and get round each individual. Some advisers, coaches and
mentors don’t write action plans anyway – they give the
responsibility back to the individual, who can then take ownership
of the process. In a group session, this can be a good policy.

You may advise
some potential options for next steps, there may be obvious
progression routes, or you may pick up on individual needs that
have been identified and suggest ways forward, but it is for the
participants to identify the next steps they feel will take them in
the right direction.

It depends on
the purpose of your group session how diverse the progression
routes or next steps may be, so you will choose a method of
clarifying the next steps that reflects the ability level and
interests of the group members. You may ask them to complete a
written exercise as a planned activity during the session - we have
used many adaptations of development plans that ask questions
like:


	
What have you
learned today?



	
How will you
put it into practice?



	
What are your
action points from today?



	
When will you
make a start on them?





Even if the
exercise is written individually, it can be good to encourage
people to share aspects of their action plan with the group (or in
pairs or small groups), for the same reasons we suggested sharing
needs and concerns: group synergy can be very motivating, and may
give them the extra bit of commitment needed to make their plans a
reality. When asking people to share their plans, do make sure it
is a voluntary activity and give them the option to keep these
private if they prefer to.






Groupwork Skills

We’ve had a
brief look at the skills you have as an Adviser, and thought about
how they can be transferred to be used in groupwork. Now we are
going to turn the tables and consider the skills you need to run a
group successfully, so that you can compare them with your existing
skills set and identify your own development needs.

The checklist
we have come up below with is a very rough guide and of course it
could have been longer. You may not be entirely clear what some of
the terms mean at this stage but we suggest you treat it as an
initial exploration and use it to benchmark your current level of
competence. Try to self-assess by giving yourself a score out of
ten for each of the skills listed under the four headings we
believe make for excellent groupwork:


	
Organisational
skills



	
People
skills



	
Training
skills



	
Presentation
skills





At the end of
the checklist is a Personal Development Plan. You can use it to
start thinking how you might address some of the skills gaps you
identify.

Most of these
topics will be covered in this book, with the exception of some
aspects of people skills – we have worked on the assumption that
most people reading this will have these skills already. If you
want to brush up on people skills or investigate them further, you
could refer to the One to One Toolkit.
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Group Work
Checklist






People Skills:
Your self assessment:

Building
rapport, ice breaking

Noticing
people’s needs and feelings

Managing
relationships between group members

Boundary
setting

Active
listening

Managing group
while valuing individuals

Negotiating

Keeping
calm

Sense of
humour

Motivating and
encouraging

Getting people
to join in

Communicating
clearly

Self awareness
– own impact on others

Showing
interest and empathy






Organisational Skills:
Your self assessment:

Time (and self)
management

Planning and
preparation

Flexibility and
adaptability

Access to and
choosing resources

Evaluation
processes and methods

Administration,
completing paperwork






Training Skills: Your
self assessment

Identifying
aims and setting learning objectives

Understanding
how people learn

Repertoire of
training methods


Facilitating

Explaining
clearly

Handling group
dynamics

Devising
activities

Creating
learning materials

Assessing
people’s progress






Presentation Skills:
Your self assessment:

Projecting
confidence

Conveying
enthusiasm

Varying tone of
voice

Ability to hold
attention

Making it
relevant to this audience

Flexibility of
delivery

Subject
knowledge and content selection

Using visual
aids, e.g. PowerPoint






……….Is there
anything else you think should be added?






Personal Development
Plan






People
Skills

Area for
Development: How I will achieve it






Organisational
Skills

Area for
Development: How I will achieve it






Training
Skills

Area for
Development: How I will achieve it






Presentation
Skills

Area for
Development: How I will achieve it

















Part Two

How People Learn






Your role as an
adviser is to help people move forward in their lives. To do this,
they may need to learn - new information, new techniques and new
ways of looking at a situation. Running a group session can be a
very effective way of helping people learn. Before starting to plan
and deliver your session, it is worth pausing to reflect on what
learning means and what it involves.

Please be
assured that you don’t need to memorise all the theory that follows
before you can start to deliver group sessions. If it suits you
better, you can skip straight to the next session about practical
planning, and revisit this section when you want to explore models
and concepts to underpin your work. You will only find a short
introduction to each one here, to whet your appetite. If you want
to know in more depth, please look in the bibliography for
sources.

In this section
we will consider:






What? How? Why?






What?







	
What is
learning?



	
What happens
when we learn?



	
What is
different when it has happened?



	
What steps do
people go through when they learn?





The answers to
these questions will help you organise your learning sessions to
achieve maximum results.

We give you a
definition of learning and tell you about the Learning Cycle so
that you understand the activities people progress through as they
learn. The Nine Events of Learning are introduced here, and
returned to in Part Three so that you can plan a group experience
all the way from motivating people through to assessing what’s been
achieved and putting it into practice. We also look at the Three
Domains of Learning to help you understand how learning occurs in
different ways and at different levels.






How?

How do people
learn? Does one size fit all? As you know from one-to-one work: No,
it doesn’t! Different people learn in different ways, and a look at
the main learning styles identified by educationists will help you
plan and deliver sessions that cater for everyone.

We introduce
you to:


	

Reinforcement



	
Feedback



	
Modelling



	
Preferred
Learning Styles



	
Sensory Based
Learning Styles



	
Mind Styles –
Which side of the Brain?



	
Aptitude –
Ability – Intelligence







	
IQ



	
Multiple
intelligences



	
Convergent or
Divergent Thinking








	
Prior
Learning



	
Bite Sized
Chunks and Avoiding Indigestion



	
Learning
Curves



	
Conscious
Competence










Why?

Why do people
want to learn? People will gain more from your session if they
really want to gain skills or knowledge. So what makes one person
keen to learn while another has no interest? In this section we
look at how you can tap into their motivation.

Motivation is a
huge topic that relates to a lot more besides learning. We'll dip
very briefly into some theories to see how they can help us run a
successful group session:


	
Maslow’s
Hierarchy of Needs



	
Levels of
Motivation for Learning



	
Pegagogy and
Andragogy



	
Process



	
Ethical, Client
centred Groupwork





That was a
brief overview – now to the detail of the What? How? and Why? of
learning.






What?






What is Learning?

 A definition will help.
It is generally accepted that we can define learning with one
word:

Change

Learning =
Change

If I learn, I
am different from how I was before. Maybe I:


	
know more



	
understand
more



	
feel
differently about something



	
can do
something new



	
can do it more
skilfully, quickly, effectively










When you run a
group session, your aim is that something will change for your
learners.
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What Happens When We
Learn?






The Learning Cycle

Kolb’s Learning
Cycle (Kolb, 1985), which we have simplified here, shows us the
stages we need to go through in order to learn effectively.
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How does this
work in practice?

We often start
by having an experience (for example, we attend an interview
and don’t get the job). Then we review it (I wonder what
went wrong? what could I have done differently? what do other
people do?). After reflecting (and maybe researching by reading or
asking people) we reach conclusions (it is advisable to find
out more about the job in advance, to dress appropriately, to
practise). We then plan to put these new ideas into practice
next time.

Kolb sees the
process as a continuous spiral – the planning stage leads back to
having the experience again to try out our plan, and then
reflecting on how it worked this time, drawing new conclusions, and
so on.

Learning can
begin at any stage in the cycle. Doing - A small

child might
touch a hot stove and burn himself – starting with the

experience, on
which he reflects and concludes that touching a hot stove will hurt
and so plans to avoid it in future.
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He might,
though, have first heard from his mother that it will hurt if he
touches the cooker. Planning - He might decide to experiment, to
test out this theory: so he plans an experience – touch it very
quickly just to see if she’s right.
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Kolb says the
Conclude stage can be based on someone else’s conclusions as well
as our own. When the child planned to touch the cooker, he was
prompted by his mother’s conclusion “if you touch the cooker, it
will burn you”. Of course, another child might have accepted his
mother’s “theory” in the first place and planned to keep away from
the cooker from the start. But people often need to experience for
themselves before they fully accept what others tell them.

Someone else’s
conclusions may be presented as a theory. If you were to introduce
a theory (as we are doing here) to a group, you can ask them to
think abut how it is relevant to their own situation, or how they
might plan to apply it in practice. For example, you might tell
your group the theory of how to answer an interview question about
strengths and weaknesses, and then ask them to plan what they would
say about their own abilities. You could then move them on to the
experience stage by role playing, and so on.

You may prefer
to throw them in at the deep end and make them do role play first.
For example, you could get them to go into a shop and ask about a
job vacancy, without any preparation. Then get them to reflect on
how well it worked, plan how they could improve and have another
go. Bear in mind, however, that a lot of people hate the idea of
role play. Unless you know you are working with very active or very
confident learners, it may overwhelm them unless you build up to it
more gradually.
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What do you
usually do when you try something new? Act first or think first?
Have a go straight away or read the instructions first? Kolb
suggests we all learn best by going through all four stages.
However, we all tend to prefer one or two of the stages, which can
cause us to neglect the others. We will look at this again in
Preferred Learning Styles, later in this section. When you plan
your session, remember Kolb’s learning cycle and plan activities
that take your group members through every stage.






The Nine Events of
Learning

 Have there
been times when someone will not take on board what you are trying
to tell them? Maybe there are some facts that you just cannot
remember, however many times you are told? Some people’s names or
birthdays, perhaps, or how to programme the central heating,
whereas others you will always remember even if you only heard them
once?

Gagné (Gagné,
1965) suggested that although some learning happens almost by
accident (like the child touching the hot stove), when we plan a
groupwork session we cannot just wait and hope people will learn.
We need to make sure nine things happen:

1. Gain
people’s attention

2. Inform them
of the objectives (what you plan to teach them)

3. Stimulate
recall of prior learning (help them remember what they already
know, so they can build on it)

4. Present
stimulus material (introduce new information)

5. Provide
learner guidance (help people make sense of the new information and
link it to what they know already)

6. Elicit
performance (give them opportunity to practise)

7. Provide
feedback (let them know how they’re doing)

8. Assess
performance (if required)

9. Enhance
retention transfer (make it stick)

Some of these
phrases may be unfamiliar to you, so we have added a few words to
try and make them clear. Once understood, they provide a good
framework for any learning intervention. We explain them more, with
ideas of how you can achieve each one, in Part Three, where we have
adapted Gagné’s nine events into a six stage structure. You can use
this to help plan a session that will take your group step by step
through the process.






The Three Domains of
Learning


Traditionally, education seemed to be all about knowledge and
understanding. If someone knows a lot of facts, they are thought to
be clever. They can win quizzes and pass exams.

Knowledge is
important in the world of work. I want my careers adviser to know
what jobs are available, what the entry requirements are and which
colleges offer the training. I want my doctor, my car mechanic or
my prime minister to have sufficient knowledge to do their job
properly and to achieve results for me.

But can the
ability to do a good job be proven by the fact that they have
passed exams and know a lot? Think of the teacher who has graduated
with first class honours from the most academic university but
cannot pass on his knowledge to a group of students.

Bloom (Bloom,
1956) proposed that learning can be divided into three areas, or
domains:


	
The Cognitive
domain



	
The Psychomotor
domain



	
The Affective
domain





These may not
be familiar words to you. In a nutshell, they mean:


Cognitive: Happens in the brain – thought processes


Psychomotor: Brain plus rest of the body – skill at doing
things


Affective: Feelings, emotions, attitudes, beliefs, heart






You may have
seen groupwork objectives described in similar terms:

•Knowledge =
Cognitive

•Skills=
Psychomotor

•Attitude =
Affective

Bloom and
others break down each of these domains in detail, as activities on
a scale, moving from the simplest to more complex levels.

Let’s look at
them in turn.






Knowing and Thinking –
The Cognitive Domain







	
Cognitive
learning is about knowing, but not only about knowing.



	
I know my 12
times table but what use is that knowledge on its own?



	
I know that
it’s important at a job interview to make a good first impression
and to give clear examples of my skills, but will that knowledge
alone get me the job?










Six Levels of
Cognitive Learning

Bloom proposed
that cognitive learning moves up through six levels, each using and
building on the previous one, showing an increasingly complex set
of thinking skills. His ideas have been slightly re-organised
(Anderson and Krathwohl, 2001) into the following progression:

Level 1
Remembering (or knowing)

Level 2
Understanding

Level 3
Applying

Level 4
Analysing

Level 5
Creating (or synthesising)

Level 6
Evaluating

What are your
objectives for your group session? The higher the level of
cognitive learning, the better you will equip people to succeed in
their chosen area. By the end of your session they may know what a
CV should look like. Of far more lasting use would be the ability
to apply this knowledge and create a range of CV’s for themselves,
to apply for different jobs in the future.

Here’s an
example of each level of cognitive activity, based on learning to
write a CV.

1. Know and
remember:

Fact - It is
usual for a CV to be no longer than two pages, and often one page
is ideal

Fact - A CV
must include your name, address, telephone number and email
address

Fact - There is
no rule that you have to give your date of birth or marital status
on a CV

2.
Understand

The reason why
you need to give your name, address, telephone number and email
address is to enable the employer to contact you if they are
interested. The reason why you need to keep to one or two pages is
that busy employers need to spot the important information quickly
– information that will attract them. Understanding the reasons
behind the facts will help you decide what else to include or leave
out, including your date of birth or marital status. Understanding
makes you more independent.

3. Apply

For the
learning from the CV workshop to be of any use, you need to be able
to apply this knowledge and understanding to your own situation.
You need to have a go and create your own CV.

 



Visit: http://www.smashwords.com/books/view/354843
to purchase this book to continue reading. Show the author you
appreciate their work!

tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m26e8c1f8.jpg





tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m3f10e30f.jpg
DO

Take action -
Have an
experience
PLAN REVIEW
Plan o have Reflect on the
another go, try experience -
out your theory what worked>

what didn't>






tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m1fc692b3.jpg





tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m49fe1f7c.jpg





tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_a0ff26c.jpg





tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m2cfa7bac.jpg
=]

Create a friendly, encouraging atmosphere

Estabiish the broad purpose of the interview

Gather information from the client

Identify the client's needs

Give information to the client

Summarise progress made during the interview

Clarify the next steps to be taken






tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m5a17d07c.jpg





tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m2a803a8c.jpg





tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m226917c.jpg
bo

Touch the \
cooker -

experience
the pain
PLAN
T won't touch the REVIEW
cooker again. What happened>
It hurt.
\ CONCLUDE /

When touch the cooker
it will hurt.





tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m51ccc525.jpg
0O~
Gointo shop and
ask about job
vacancy

/-

PLAN - Next time
Tl dress and act
like a salesperson

\ concLuoe -

Its better togo
dressed for the role

REVIEW -

How did it go? What
worked well? or not?





tmp_81599d32854aa74eed2338d20321c410_4BY6kH_html_m20d005f8.jpg
MUM's

CONCLUSION
Don't touch the
cooker, love, it X
will hurt.
REVIEW PLAN
What happened> T wonder if that's
Tt hurt. true. Tl touch the
T won't touch the cooker just To see.

cooker again.

\ o) /
\ Touch the cooker -

experience the pain





cover.jpg
fiE
GROUPWORK
TOOLKIT

How to convert your one to one advice skills
to work with groups

NRRIENINIOIRD & ") UL ([E COOPER






